Background Check Imaging

Note: In order to add images, an assignment to the case/provider is not needed. However, additional
security is needed for the Imaging Search page.

Note: Please see the Provider Imaging Quick Reference Guide on how to add other imaging documents
to providers.

If you have an assignment to the provider:

Provider /7
1. From your desktop, click on the Provider Work icon i
Work page.

. This will open the Create Provider

2. On the Create Provider Work page, select ‘Background Check’ from the Imaging drop-down, select
the Provider, and click Create. This will open the Organization Background Check page.

é Create Provider Work - Windows Internet Explorer - |EI|5|
L &l %
cWiSACWIS
— Create Provider ltems — Providers
.“ Administrative I d WMuffin, Blueberry (3221634) ;I
Naber, Only (9221783)
Check | =] || [nova, Hibiscus (9221418)
Orange, Mom (3221819)
D Imaging I Background Check j Origami, Mama (9221724)
o Parins, Parins (5221432)
License | =l Parker, Dana (9221578}
: Patel, Elizabeth (9221334)
B Maintenance | [~ Patterson (9221318)
Narrative I d Patterson, Dana (5221452)
Plum, Patti (700001}
$ Payment | j Plum, Patti (3221349}
Priovider new (3221093)
[ support Pians | ﬂ Private, Private (8221730)
. . Private New (3221075)
A\ unicensed Compiaint | [~ Private Provider (9221212}
Private Provider (3221530}

Provider, Female (3221778)
Provider, Foster (922 )
Provider, Home (9221447)
Provider, One (%221058)
Provider, One (5221630)
Provider, Pat (3221388)
Provider, Patricia (20169}
PROVIDER (9221329

PTD Group Home (20221)
rama ($221757)

Ramirez, Emmanual (20195}

Randy, Ashford (3221783) ;I

0% v g
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3. On the Organization Background Check page, enter the Date of the Document and the Effective To
date, if applicable.

Note: If the Type DOJ or IBIS is selected, the Effective To date will pre-fill to 4 years and will not
be editable.

/& Drganization Background Check - Windows Internet Explorer Y [m] P

e WiSACWI S Print (2 Spell Check l'-- Heh@

— Provider Details
Provider: Foster Provider (9221762) Worker: Caitlin M. Cake

— Image Details

Date of Document; |1ﬂ-l‘ﬂ'1-‘2ﬂ13 Effective To:

Category: Background Check
Type: I Dol ;I

File Name:

I Provider, Foster ;I

083052017

Name:

Comments: d

Last Updated By:
“alid Throu gh:IEI'EI'J'EI'EI-IEI-EI-EI-EI-

b Eligibility Werification

Craaiz Save Close

H100% v

4. To attach a previously scanned document, select the Browse button. This will open the Choose File

to Upload pop-up page. Select the scanned file from the appropriate location/folder. Once the file is
selected, click the Open button.
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/& Choose File to Upload

Xl
e, -
|°l\_)v | . = JustinHall = My Documents + Imaging - m I Search Imaging m
@

Organize *  Mew folder

= -

- Favorites Mame = Date modified | Type | Size
tal

E imaging. pdf 6, 013 10:22 AM

Adobe Acrobat Doc...

- Libraries
1M Computer

?j Metwork

File name: |imaging.pdf =] |anFiles ) =]

Open |v| Cancel |

2

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.
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/& Drganization Background Check - Windows Internet Explorer

c WiSACWIS

— Provider Details
Provider: Foster Provider (9221782) VWorker: Caitlin M. Cake

—Image Details

Date of Document; |1ﬂ'-l"ﬂ1-f?_ﬂ13 Effective To:

Category: Background Check
Type: | Dol ;I
File Name: imaging.pdf Wiew

| Browse .|

I Prowider, Foster LI
Comments: ﬂ

Name:

Last Updated By:
Walid Throu gh:IEI-EI'J'EI'EI-.fEI-EI-EI-EI-

b Eligibility “erification

5. You can view the document by selecting the View hyperlink next to the File Name.

6. Inthe Name drop-down, select the provider member for whom the background check is for. Enter
any comments in the Comments field.

7. The Valid Through date identifies when a background check is no longer applicable or effective
when the date is prior to the Effective To date. The date is used in revoked or closed license
scenarios.

8. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

9. If the background check has been added to the wrong provider record, click Delete to remove the
image. If the background check has been added to the wrong provider member, update the Name
drop-down with the correct provider member.

10. At this point, you can add a new background check for this provider by selecting the Create button.
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Adding a Person background check if you have an assignment to the provider:

1. From your desktop, click on the Providers expando. Click on the icon & next to the provider for
which you would like to add the background check. Click on the Members iconﬁ to expand the
Members. Click on the hyperlink for the person you would like to add the background check for.
This will open the Person Management page.

cWiSACWIS

Create  Maintain  Utilikies  Adoption Search Help

Caitlin Cake's Desktop
[v Date Restricted [ ParticipantView [~ View Mot Approved/Cancelled

h Ticklers
B cases (10)

¥ Providers (2)

@ Home, Foster (9221468)  Acdtions
Foster Home 05/07/2007 Worker, Sherry (Supervizor) Dane Des: Green License Status: Active-Regular

@ Provider, Foster (92214817  Actions
Foster Home 09M7/2007 Worker, State T., Jr. Milwaukee Des: Milwaukee License Status: Active-Regular

Iﬁ Assignments

& Basic

8 Home Inquiries

Licenses
& Members
@ Frovider, Daughter (9226735)  Active  Daughter

@ FProvider, Foster T. (8225504) Active F  Parent1 031151976
@ Provider, Harry V. (9225505) Active WM ParentZ 07181870
@ FProvider, Son (8226736)  Active  Son

Narrative

mParentAgenw

={ Provider Senvices

42 Senices
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2. On the Person Management page, click the Additional tab. Click on the Background Checks
expando. In the Background Checks group box, click the Insert button. This will open the Person
Background Check page.

f-T Person Management ‘Male Provider' ID:9226073 - Windows Internet Explorer

WiSACWIS ™l et (B Spell Check | - Help @

Parent Info Additional Address Education Characteristics Medical/Mental Health
AKA Names =t
Entry Date  Type First Name Last Mame Ml Delete

No records found.

Insert

A Background Checks

Background Checks
Type Date Effective To Updated By

No records found.

Insert

r— Child Information

™ Child is a Teen Parent CARES PIN: I

[~ Teen Parents Chid Resides with HimHer WMonthty Amount of any Child Unearned Income: I.‘FI].EIEI-

[T Teen Parents Child Receives a Kinghip Payment ™ chid Receives a Disability Payment

— Relationship
CaselD  First Name Last Mame Ml Relationship Entry Date LI
optons | K| oo |
H100% v
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3. On the Person Background Check page, enter the Date of the Document and the Effective To date, if
applicable.

Note: If the Type DOJ or IBIS is selected, the Effective To date will pre-fill to 4 years and will not
be editable.

x|
cWiSACWIS print (& Spellcheck -/ Hep (P

— Participant Details

Name: Provider, Male (92286073) Worker: Caitlin M. Cake
—Image Details

Date of Document: |1ﬂ-l‘ﬂ'1-‘2ﬂ13 Effective To: 083072017

Category: Background Check

Type: I BIS LI

File Name:

Comments: ﬂ

Last Updated By:
Walid Throu gh:IEI'EI'J'EI'EI-IEI-EI-EI-EI-

b Eligibility Verification

Craaiz Save Close

4. To attach a previously saved background check, select the Browse button. This will open the
Choose File to Upload pop-up page.
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5. On the Choose File to Upload page, select the file from the appropriate location/folder. Once the file
is selected, click the Open button.

,.é Choose File to Upload

Xl
= -
‘Q\\ /jv| . = JustinHall ~ My Documents = Imaging = mll Search Imaging O
Organize =  Mew folder 4= ~ O
¢ Favorites Mame “ Date modified | Type | Size | |
i—! imaging.pdf 6/28/2013 10:22 AM  Adobe Acrobat Doc...
- Libraries
1M Computer
'Eh! Network

File name: |imaging,pdf =| |anFies ¢ |
Open |v| Cancel |
A

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.
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'a Person Background Check -- Webpage Dialog

c WiSACWIS

— Participant Details

Name: Provider, Male (S228073) Worker: Caitlin M. Cake
— Image Details
Date of Document; |1ﬂ'-l"|]'1f2'|]'13 E ffective To: 083052017
Category: Background Check
Type: | BIS j
File Mame: imaging.pdf View
I Browse... |
Comments: ﬂ

Last Updated By: Caitlin M. Cake
Walid Throu gh:IEI'EI'IEI'EI-IEI-I}EI-EI-

b Eligibility Verification

6. You can view the document by selecting the View hyperlink next to the File Name.

7. Enter any comments in the Comments field.

8. The Valid Through date identifies when a background check is no longer applicable or effective
when the date is prior to the Effective To date. The date is used in revoked or closed license

scenarios.

9. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

10. At this point, you can create a new background check for this provider member by selecting the
Create button. If the image is incorrect for any reason, click Delete to remove the image.
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11. Click Close. This will return you to the Person Management page.

12. The Additional tab will display the background check information.

‘; Person Management ‘Male Provider' ID:9226073 -- Webpage Dialog

e WiSACWIS

Parent Info Additional Address

™ *® Print l'i

Education Characteristics | Medical/Mental Health

SpellCheck | Help (2

hd Background Checks
Background Checks
Type Date Effective To Updated By
BIS 100142013 093052017 Caitlin M Cake Edit

r— Child Information

™ Chidis a Teen Parent CARES PIN: I
[~ Teen Parents Child Resides with HimHer Monthly Amount of any Child Unearned Income: ISI}.[IEI-

™ Teen Parent's Child Receives a Kinzhip Payment ™ chid Receives a Disability Payment

— Relationship
CaselD  FirstName Last Name M
No records found.

Relationship

Entry Date

<]

Options: I ;I

Cloze

13. Click Close. This will return you to the desktop.
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14. On your desktop, click on the home provider’s icon e to refresh the provider. Then click on the

Background Check icon 6 You will see the Images icon D Expand this icon to display the
background check.

e WiSACWIS

Create  Maintain  Utilities  Adoption Search  Help

Caitlin M. Cake's Desktop

[T Date Restricted [~ Participant View [~ View Not Approved/Cancelled
b Ticklers

D cases (421)

& Providers (170)

@ AA-FoodClothingCases, TreatmentiMother (9221215) Restricted Provider Actions

Private New Foster Home 10/24/2005 Cake, Caitlin M. (Supervisor) Des: Green License Status: Expired
& Provider, Foster (9221762) Actions

Foster Home 01/11/2011 Cake, Caitlin M. Brown Des: Miwaukee License Status: N/A

1] Assignments

Q Background Check

[jlmages (1)
9 Backaround Check - IBIS (Details)
10/01/2013 09/30/2017 Provider, Male

A Basic

B Home Inquiries

Licenses
5 Members

Narrative
m Parent Agency
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If you do not have an assignment to the provider:

1. From the desktop, click Utilities > Imaging Search. This will open the Imaging Search page.

cWiSACWIS

Create  Maintain Utilities  Adoption Search Help
AASSE Eligibility Motices and Decisions
Caitlin M. Cake AFCARS

[+ Date Restricted| Appeal * oved/Cancelled
b Ticklers Approval Management
b Cases (421) Asgzsignment Management

b Providers (170) Change Archival Group

Cl&a Confirmation Report
b Workers pe
Delete Person
b Appravals
ICPC Status Request
b Access Reports
ICWA Record

b Hame Inquiries
Imaging Search

Initial Azzessment Assignments
Juvenile Justice CCAP Search
Maintain Assets and Income
Merge 3
Placement Correction

Program Assignment

Search

Standard Program Services
Tickler Managemeant

View Message Log
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2. On the Imaging Search page, select Provider in the Search by drop-down. This will open the
Provider Search page.

/2 Imaging Search -

Windows Internet Explorer

[ o ‘1 1-5'4"1 (_* W/I 1.9

— Search Criteria
Search by: 'l Name: Start Date: |1Df14.‘2ﬂ12 End Date: I1DJ’14.|'2013
Category: Type:
Hold dowen the "Cirl key for multti-selection
—Results

_lol x|
print (8 SpellCheck |~  Help (P

| # w0% -

4
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3. On the Provider Search page, enter the Provider Name or Provider 1D to conduct your search and
click Search. In the Providers Returned group box, select the radio button next to the correct
provider and click the Continue button.

X
cWiSACWIS print (@ Spelicheck (- Heip (P

Search Criteria

Provider Mame: Iprm'ider First Name: Ifnster Provider ID: I

Parent Agency ID:I Provider Type:l LI ™ search Providers of Parent Agency
Site #: [ =l county] =] zPcode]
¥ Date Restricted [ View Mot Approved/Cancelled  Search Precision: | . \f’ .

1
Low Med High

Record 1to 2 of 2

— Providers Returned
@ Provider, Foster (9221762)
Open Foster Home 01411/2011 Cake, Caitlin M. Brown Des: Milwaukee License Status: NiA
" IZ3 Provider, Foster (9221772)
Open Foster Home 05232011 Corn, Conn C., Jr. Milwaukee Des: Milwaukee License Status: Pending
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4. This will bring you back to the Imaging Search page. The page will now display all documents for
the provider. The results will display all documents from the past year, unless the Start Date and
End Date have been updated. To add a document, select the ‘Background Check’ Category and
select the appropriate Type of background check. Click Create.

4'; Imaging Search - Windows Internet Explorer

=101 x|
cWiSACWIS i

— Search Criteria

Search by: Provider = | Mame: Provider, Foster (9221782) Provider Search Start Date: |1ﬂ\l'14.r'2ﬂ12 End Date: |1DJ'14JZD13
Type:

Category:

Adam Walsh/ FBI -

Licensing

Licensing Appeal

Provider

Hold dowen the "Cirl key for multti-selection
—Results
Category a Type Participant Date File Name:
Background Check BIS

Provider, Male 10/01/2013  imaging.pdf

rn
=3
=

H100% v g
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5. On the Organization Background Check page, enter the Date of Document, Effective To date (if
applicable), and select the Type if you have not already done so.

Note: If the Type DOJ or IBIS is selected, the Effective To date will pre-fill to 4 years and will not
be editable.

x|
cWiSACWIS print (@  Spellcheck (. Help (P

— Provider Details

Provider. Foster Provider (S221782) Worker: Caitlin M. Cake
— Image Details

Date of Document; |1M1-‘2ﬂ13 Effective To: 083052017

Category: Background Check

Type: IDD.] j

File Mame:

N :

ame I Provider, Foster ;I
Comments: d

Last Updated By:
“alid Throu gh:IEI'EI'J'EI'EI-IEI-I}EI-EI-

b Eligibility Verification

Crzaiz Save Close

6. To attach a previously saved background check, select the Browse button. This will open the
Choose File to Upload pop-up page.

June 2014 16



7. Select the file from the appropriate location/folder. Once the file is selected, click the Open button.

J2 Choose File to Upload x|
o B
‘Ul\_/‘ | .. = Imaging - m I Search Imaging ﬂ‘
Organize *  Mew folder == = [l @
5% Favorites Mame “ Date modified | Type | Size I
Bl Desktop @ imaging 6/28/2013 10:22 AM  Adobe Acrobat Doc... 31KB
& Downloads

2| Recent Places
7 Libraries
:E.- Computer

E‘F Metwork

4| | o
File name: | | |AnFiles ¢ |
Open |v| Cancel |

4

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.
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x|
c WiSACWIS

— Provider Details

Provider: Foster Provider (9221782) Worker: Caitlin M. Cake
— Image Details
Date of Document; |1ﬂ'-l"|]'1f2'|]'13 Effective To: 083052017
Category: Background Check
Type: IDCI.J ;I
File Mame: imaging.pdf View
M :
ame I Provider, Foster ;I
Comments: d

Last Updated By:
“alid Throu gh:IEI'EI'J'EI'EI-IEI-I}EI-EI-

b Eligikility Verification

8. You can view the document by selecting the View hyperlink next to the File Name.

9. Enter any comments in the Comments field.

10. The Valid Through date identifies when a background check is no longer applicable or effective
when the date is prior to the Effective To date. The date is used in revoked or closed license

scenarios.

11. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

12. If the background check has been added for the wrong provider, click Delete to remove the image.

If the background check has been added for the wrong member for this provider, update the Name
drop-down with the correct provider member.
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13. At this point, you can add a new background check for this provider by selecting the Create button.

By clicking the Create button, this will open the Organization Background Check page with the
same Category selected.

g Organization Background Check -- Webpage Dialog

c WiSACWIS

— Provider Details

Name:

Comments:

Last Updated By:

Provider: Foster Provider (9221782) Worker: Caitlin M. Cake
— Image Details

Date of Document; Iﬂﬂm}ﬂ Effective To: IEI'EI'IEI'EI'IEI'EI'EI'EI'

Category: Background Check;l

Type:

File Name:

“alid Throu gh:IEI'EI'J'EI'EI-IEI-I}EI-EI-

b Eligikility Verification

X

14. After you have entered all applicable information, click Save. Then click Close.
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15. You will return to the Imaging Search page. The page will display all scanned background checks

for the provider. To view the image for a particular result, click on the blue hyperlink in the File
Name column to access the scanned document directly, or click the Edit hyperlink to access the
associated Imaging page. To add additional background checks documents, repeat the above steps.

/2 Imaging Search - Windows Internet Explorer

—
ACWIS
— Search Criteria
Search by I Provider vi Name: Provider, Foster (9221762) Provider Search Start Date: |1ﬂ\l'14-l?ﬂ12 End Date: |1W14Qﬂ13
Category: Type:
Licensing
Licensing Appeal J
Provider IBIS
ICPC - Background Check
Local Law Enforcement ;I
Hold down the 'Cirl key for multi-zelection
—Results
Category & Type Participant Date File Hame:
Background Check ood Provider, Foster 10/01/2013  imaging. pdf Edit

Record 1 to 2 of 2

H100% v
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